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As required by Louisiana Revised Statute 24:513, we conducted certain procedures at the 

Louisiana Technical College, Bastrop Campus. Our procedures included (1) a review of the 
campus' internal control; (2) tests of financial transactions for the years ending June 30, 2002, 
and June 30, 2001; and (3) tests of adherence  to applicable laws, regulations, policies, and 
procedures governing financial activities for the years ending June 30, 2002, and June 30, 
2001. Our procedures were more limited than would be necessary to give an opinion on 
internal control and on co m pliance with laws, regulations, policies, and procedures governing 
financial activities. 

Specifically, we interviewed m anagem ent personnel and selected ca m pus personnel and 
evaluated selected docum ents, files, report,;, system s, procedures, and policies as we 
considered nece ssary . 

The annual financial inform ation provided to the Louisiana Com m unity and Technica l College 
System by the Louisiana Technical College, Bastrop Cam pus is not audited or reviewed by us, 
and, accordingly, we do not express an opinion on that inform ation. The cam pus' acco unts are 
an integral part of the Louisiana Com m unity and Technical College System 's financial 
statem ents, upon which the Louisiana Legislative Auditor expresses an opinion. 

Based on the applica tion of the procedures referred to previously, all significa nt findings are 
included in this letter for m anagem ent's co nsideration. 

nsufficlent Control Policies and Procedures for 
Hum an Resources and Payroll Processes 

The Louisiana Technical College, Bastrop Cam pus did not have sufficient policies and 
procedures for hum an resources and payroll processes to ensure that transactions were 
valid, authorized, and correctly entered into the Payroll/Personnel System . Sound 

internal control requires that (1) duties are adequately segregated; (2) assets are 
adequately safeguarded; and (3) transactions are reviewed and approved by an 
appropriate superv isor so that errors and/or fraud are detected tim ely. 
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The following conditions were noted in a January 2002 review of human resources and 
payroll processes: 

3 

The coordinator of financial services had incom patible functions in that 
she had the ability to establish new em ployee m aster records, approve 
and input updates to existing em ployee m aster records, enter new 
em ployee positions, process em ployee term inations, enter tim e and 
attendance data, and approve and enter payroll adjustments in the 
payroll/personnel system . The co ordinator also had custody of the 
term ination checks until the checks were delivered to em ployees. 

No em ployee independent of the personnel/payroll function exam ined the 
payroll/personnel system reports and payroll docum ents to ensure that 
input of em ployee m aster reco rd changes and tim e and attendance data 
were valid and accurate and to ensure that em ployee term inations were 
entered into the payroll system timely. For example, three (50%) of six 
term inated em ployees tested were not entered as term inated in the 
payroll/personnel system until one to six m onths after their term ination 
dates. In addition, for one (6%) of 17 employees tested, the sick leave 
taken per the time sheet (8 hours) did not agree to the payroll system 
leave register (2.5 hours) or to the leave slip (4 hours). 

The Bastrop Cam pus did not have written in-house procedures for 
processing personnel and payroll transactions. 

The cam pus has not developed and im plem ented policies and procedures to ensure that 
adequate controls exist for hum an resources and payroll processes beca use cam pus 
m anagem ent is waiting for the Louisiana Technica l College central office  to provide 
guidance and written procedures. The lack of adequate control procedures increases 
the risk that assets are not safeguarded and that errors and/or fraud could occur and 
not be detected in a tim ely m anner. 

Management should establish policies and proce dures that ensure (1) duties are 
adequately segregated; (2) assets are adequately safeguarded; and (3) transactions are 
reviewed and approved by an appropriate supervisor. Managem ent concurred with the 
finding and recommendation and ouUined a plan of co rrective action (see Appendix A, 
page 1 ). 
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The recommendations in this report represent, in our judgment, those most likely to bring about 
beneficial im provem ents to the operations of the cam pus. The vary ing nature of the 
reco m m endations, their im plem entation costs, and their potential im pact on the operations of 
the cam pus should be considered in reaching decisions on courses of action. 

This report is intended for the inform ation and use of the cam pus and its m anagem ent. By 
provisions of state law, this report is a public docum ent, and it has been distributed to 
appropriate public officials. 

JGG :STD:DPS:ss 

Legislative Auditor 
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M anagem ent's C orrective A ction 
P lan and R esponse to the 

Finding and Recom m endation 



 


